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Agency Division/Unit 
Somerset County Sheriff's Office 

Item 
No. 

Description Retention 

l Invoices 

Contains copies of Invoices by the Somerset County Sheriffs 
Office. 

The original invoices are forwarded to the Finance Department for 
Somerset County. 
Above are Non-Permanent records 

Retain for 7 Years and then 
destroy. 

Budget 

Contains copies of the Somerset County Sheriffs Office Budget 

The Original is forwarded to the Finance Department for Somerset 
County. 
A Copy is Kept at the Somerset County Sheriffs Office for 
reference during the year. 

Above are Non-Permanent records 

Retain for 5 Years and then 
destroy 

Schedule Approved by DepartmentyAgency^ 
or Division Representative// / / ? 

s i , ///UJ^JC 
Typed Name Ronald Howard 

Schedule Authorized by State Archivist 

Date A'ID'11 
Schedule Approved by DepartmentyAgency^ 
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s i , ///UJ^JC 
Typed Name Ronald Howard Sicna.ure 

Title Sheriff 
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Agency Division/Unit 
Somerset County Sheriff's Office 

Item 
No. 

Description Retention 

3 

4 

5 

Firearms Inventory 

Contains records relating to firearms issued by the Somerset County 
Sheriffs Office 

Inventories of all issued firearms are conducted once a year. An 
inventory is conducted if there are personnel changes at the 
Somerset County Sheriffs Office. 

Above are Non-Permanent records. 

Tactical Inventory 

Contains records relating to Tactical Equipment issued by the 
Somerset County Sheriffs Office. 

Inventories of all issued Tactical equipment are conducted once a 
year. 
Above are Non-Permanent records. 

Contracts 

Contains contracts for Somerset County Sheriffs Office owned 
equipment. 

Above are Non-Permanent records 

Retain for 3 Years and then 
destroy 

Retain for 3 Years and then 
destroy. 

Retain for 3 Years and then 
destroy. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 

Item Description Retention 
No. 

6 TASERS Retain for 5 Years and then 
destroy. 

Contains Records relating to Somerset County Sheriffs Office 
TASERS. 
Inventories are conducted yearly. Additional inventory is conducted 
if there is a change in personnel. 

Above are Non-permanent records. 

7 Preliminary Breath Test Inventory Retain for 5 Years and then 
destroy. 

Contains records relation to Somerset County Sheriffs Office 
issued Preliminary Breathy Test Units. 
The Units are used by deputies in the field as part of sobriety testing 
for persons stopped of suspected DWI violations. 
Inventories are conducted yearly. Additional inventories are 
conducted if there is a change in personnel. 

Above are Non-permanent records. 

8 Simunition Inventory Retain for 5 years and then 
destroy. 

Contains records relating to simunition firearms used by the 
Somerset County Sheriffs Office for training. 
Simunition firearms discharge projectiles filled with colored dye 
and are used in "Active Shooter" or "Officer survival" training. 
Inventories are conducted yearly. 

Above ar Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriff's Office 

Item Description Retention 
No. 

9 Criminal Investigation Section Inventory Retain for 1 Year and then 
destroy. 

Contains records relating to equipment assigned to the Criminal 
Investigation Section of the Somerset County Sheriffs Office. 
Equipment could be digital recorders, (Deoxyribonucleic acid) 
DNA lighting etc. 
Inventory is conducted once a year. 

Above are Non-permanent records. 

10 Automotive Equipment Inventory Retain for 1 Year and then 
destroy. 

Contains records relating to equipment assigned to the Somerset 
County Sheriffs Office. 
Equipment used for car care and maintenance. 
Inventory is conducted once a year. 
Equipment: Tools, Air compressor, vacuum and cleaning 
equipment. 

Above are Non-permanent records. 

11 GRANT Applications Retain for 3 Years and then 
destroy. 

Contains records relating to GRANT applications submitted by the 
Somerset County Sheriffs Office. 
Copies of GRANT applications are also forwarded to the Auditor 
and Finance Director for Somerset County for their records. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

12 Overtime Projects Retain for 3 Years and then 
destroy. 

Contains records relating to Overtime Projects. 
Projects could be State Highway funds given by the State of 
Maryland Highway Safety Office. 
Somerset County Local Management Board from GRANTS their 
respective Agencies applied for. 
Copies of Projects are also forwarded to the Auditor and Finance 
Department for Somerset County for their records. 

Above are Non-permanent records. 

13 Mobile Data Units Retain for 1 Year and then 
destroy. 

Contains records/Inventory of Mobile Data Units assigned by the 
Somerset County Sheriffs Office. 
Mobile Data Units - Laptop computers for Patrol Cars 
Inventory is conducted once a year. 

Above are Non-permanent records. 

14 Air Cards Retain for 1 Year and then 
destroy. 

Contains records/Inventory of Air Cards for the Mobile Data Units 
assigned by the Somerset County Sheriffs Office. 
Inventory is conducted once a year. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

15 Personnel Roster Retain for 1 Year and then 
destroy. 

Contains roster of personnel assigned to the Somerset County 
Sheriffs Office. 
Roster is updated if/when changes are made. 

Above are Non-permanent records. 

16 Surplus Equipment Retain for 1 Year and then 
destroy. 

Contains records of surplus equipment at the Somerset County 
Sheriffs Office. 
Examples: Lighting equipment and equipment that is returned and 
no longer used. 

Above are Non-permanent records. 

Capwin 
17 Retain for 1 Year and then 

Contains agreement/records with Capwin. destroy. 
Capitol Wireless Integrated Network - Capwin 
Program used on laptop computers in patrol cars for MVA checks. 

Above are Non-permanent records. 

E-Tix Inventory 
18 Retain for 1 Year and then 

Contains inventory of E-Tix units assigned to deputies. destroy. 
E-Tix allows deputies to scan and print warnings/citations to 
motorists. 
Inventory is conducted once a year. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

19 Somerset County Sheriffs Office Computer Inventory Retain for 1 Year and then 
destroy. 

Contains inventory of computers (desk top) to the Somerset County 
Sheriffs Office. 
Inventory is conducted one time a year. 
Inventory is updated when units are replaced or when units are 
added. 

Above are Non-permanent records. 

20 Somerset County Sheriffs Office Vehicle Inventory Retain for 1 Year and then 
destroy. 

Contains inventory of vehicles assigned to the Somerset County 
Sheriffs Office. 
Yearly inventory is conducted. 
Inventory is updated when units are replaced or when vehicles are 
added. 

Above are Non-permanent records. 

21 Sheriffs Bond Retain for 12 Years and then 
destroy. 

Contains records for Insurance Bond. 
Updated after each Sheriffs Election. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

22 Somerset County Sheriffs Office B-Weekly Pay Sheets Retain for 1 Year and then 
destroy. 

Contains B-Weekly pay sheets for Sheriffs Office Personnel. 
Information from pay sheets are placed in the county computer 
system for payroll. 
Pay sheets are placed in file boxes and kept for 1 year at the 
Somerset County Sheriffs Office. 

Above are Non-permanent records. 

23 RAPISCAN Retain for 1 Year and then 
destroy. 

Contains records for RAPISCAN Unit is the Somerset County 
Circuit Court House. 
(X-Ray Unit for scanning purses, items and persons entering the 
court house). 
Radiation Body Tags for deputies. 
Records updated if/when service is completed on unit. 

Above are Non-permanent records. 

24 Live Scan Retain for 1 Year and then 
destroy. 

Contains records for the Live Scan Fingerprints unit at the Somerset 
County Sheriffs Office. 
Live Scan is used for electronic fingerprinting of persons. 
Records updated if/when service is completed on Unit. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

25 In-car Camera Inventory Retain for 1 Year and then 
destroy. 

Contains inventory of In-Car Cameras assigned to deputies. 

Inventory is conducted one time a year. 
Updates are made when cameras are replaced or additional cameras 
are added. 

Above are Non-permanent records. 

26 State Aid for Police Protection Retain for 5 Years and then 
destroy. 

Contains records/Grant application for State Aid for Police 
Protection. 

Grant application is submitted yearly by the Sheriffs Office to the 
State of MD. 

Above are Non-permanent records. 

27 Equitable Sharing Agreement Retain for 1 Year and then 
destroy. 

Contains equitable sharing agreement and certification. 

Related to monies seized and forfeited to the Somerset County 
Sheriffs Office. 

Above are Non-permanent records. 

D G S 5 5 0 - 1 A 
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Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

28 

29 

Military Surplus 

Contains inventory of Military surplus items at the Somerset 
County Sheriffs Office under the 1033 Program. 
Examples: Vehicles, Weapons and night vision. 
Inventory is conducted one time a year. 
Updates are completed when items are returned to the military. 

Above are Non-permanent records. 

NCIC Somerset County Sheriffs Office Personnel 

Contains expiration dates and NCIC classification of Somerset 
County Sheriffs Office Personnel. 

Updates are made when personnel receive recertification training. 

Above are Non-Permanent records. 

Retain for 1 Year and then 
destroy. 

Retain for 1 Year and then 
destroy. 

D G S 5 5 0 - 1 A 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Invoices 

5. Earliest Year/Latest Year 

2015 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains copies of Somerset County Sheriff's Office Personnel. 

• The original invoices are forwarded to the Finance Department for Somerset County. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

[ 3 Letter Size • Microfilm 

f~l Legal Size Q Computer Tape 

l~l Audio Tape f j Floppy Disk 

f j Bound Book • Video Tape 

("I Other Isoec iM 

8. Record Series Sequence 

f j Alphabetical 

n Numerical 

Hfc Chronological 

• Geographical 

[~| Other (SDecifv) 

9. Volume 

2 cubic feet 

Number 

l~l File Drawees) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

rjf Other (sDecifv) File Boxes 

7. Record Series Format(s) List all 

[ 3 Letter Size • Microfilm 

f~l Legal Size Q Computer Tape 

l~l Audio Tape f j Floppy Disk 

f j Bound Book • Video Tape 

("I Other Isoec iM 

8. Record Series Sequence 

f j Alphabetical 

n Numerical 

Hfc Chronological 

• Geographical 

[~| Other (SDecifv) 

10. Annual Accumulation 

2 cubic feet 

Number 

• File Drawer(s) 

f j Microfilm Reel(s) 
• Computer Tape(s) 

rj Other (SDecifv) File Boxes 

11 . File is Used 

• Daily • Weekly • Monthly [^Annua l ly 

12. File Becomes Inactive After 

_ 7 

Number • Month(s) QYear (s ) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

IDCfes • No 
Somerset County Finance Department 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes (Xjfao 

16. Audit Requirements 

• None fjj] f a t e f j Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes 0 No 
18. Recommended Retention 

Retain for 7 Years and then destroy. 

19. Name and Title o / P r e p a ^ ^ / Si 

Sheriff RonaWtjOward / / / / / / / / 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

P A G E _ 2 _ OF 29_ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Budget 

5. Earliest Year/Latest Year 

2010 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains copies of the Somerset County Sheriffs Office Budget 

• The original is forwarded to the Finance Department for Somerset County. 

• A copy is kept at the Somerset County Sheriff's Office for reference during the year. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

• l e t t e r Size • Microfilm 

n Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Q Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1 cubic feet 

Number 

f j j File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

0 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly H Annually 

12. File Becomes Inactive After 

_ 5 

Number • Month(s) fJOWeaits) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

B Yes • No 

Somerset County Finance Department 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None f j j s t a t e • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes 0 No 
18. Recommended Retention 

Retain for 5 Years and then destroy. 

19. Name and, 

Sheriff Rorjgjfl-flowarj 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 3 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Firearms Inventory 

5. Earliest Year/Latest Year 

2013 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to firearms issued by the Somerset County Sheriff's Office 

• Inventories of all issued firearms are conducted once a year. An inventory is conducted if there are personnel changes at the Somerset 

County Sheriff's Office. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

[2F Chronological 

l~l Geographical 

r~| Other (srjeciM 

9. Volume 

1 cubic feet 

Number 

Q R e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (sDecifv) 

7. Record Series Format(s) List all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

[2F Chronological 

l~l Geographical 

r~| Other (srjeciM 

10. Annual Accumulation 

1 cubic feet 

Number 

3£3 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

CI Other (SDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

_ 3 

Number • Month(s) E Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes j Q No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes G3 No 

16. Audit Requirements 

}£J None • State f j Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Q C N o 
18. Recommended Retention 

Retain for 3 Years and then destroy. 

19. Name ancpitWof Prepare^! • / 

Sheriff RonfflaVHowardo^ / / / / / ) 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 4 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Tactical Inventory 

5. Earliest Year/Latest Year 

2014 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to Tactical Equipment issued by the Somerset County Sheriff's Office. 

• Inventories of all issued Tactical equipment are conducted once a year. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

{Qfl-etterSize • Microfilm 

FJ Legal Size • Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

rj) Numerical 

(3 Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1 cubic feet 

Number 

File Drawer(s). 

f j Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

[3 File Drawer(s) 

PI Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

_ 3 

Number • Month(s) 0 Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes g No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes fflSlo 
16. Audit Requirements 

(3 None • State • Federal • Independent 

17. is an Index System used? If yes, explain briefly and describe requirements 

• Yes 0 No 
18. Recommended Retention 

Retain for 3 Years and then destroy. 

19. Name and 

Sheriff Ronald 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 5 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Contracts 

5. Earliest Year/Latest Year 

2011 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains contracts for Somerset County Sheriff's Office owned equipment 

• Contracts are retained until no longer valid and then destroyed. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

fj3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

PI Bound Book • Video Tape 

• Olher (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

L^Chronological 

• Geographical 

PI Other (sDeciM 

9. Volume 

1 cubic feet 

Number 

JQ(F i l e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

("I Other (specify) 

7. Record Series Format(s) List all 

fj3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

PI Bound Book • Video Tape 

• Olher (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

L^Chronological 

• Geographical 

PI Other (sDeciM 

10. Annual Accumulation 

1 cubic feet 

Number 

£ j F i l e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

_ 3 

Number • Month(s) H Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes j Q N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q N o 

16. Audit Requirements 

• j N o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Q No 
18. Recommended Retention 

Retain for 3 Years and then destroy. 

19. Name and Title oj Preparer^ y*) S 

Sheriff Ronalc^ow/rd / / / / J / / / 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 6 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

TASERS 

5. Earliest Year/Latest Year 

2013 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains Records relating to Somerset County Sheriff's Office TASERS. 

• Inventories are conducted yearly. Additional inventory is conducted if there is a change in personnel. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

(3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

f~) Audio Tape f j Floppy Disk 

f j Bound Book • Video Tape 

r~| Other (SDecifv) 

8. Record Series Sequence 

Q Alphabetical 

i~l Numerical 

E3thronological 

• Geographical 

CI Other (soecifv) 

9. Volume 

1 cubic feet 

Number 

I 
0 File Drawer(s) 

• Microfilm Reel(s) 

f l Computer Tape(s) 

f~l Other (SDecifv) 

7. Record Series Format(s) List all 

(3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

f~) Audio Tape f j Floppy Disk 

f j Bound Book • Video Tape 

r~| Other (SDecifv) 

8. Record Series Sequence 

Q Alphabetical 

i~l Numerical 

E3thronological 

• Geographical 

CI Other (soecifv) 

10. Annual Accumulation 

1 cubic feet 

Number 

{ • File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~l Other (SDecifv) 

1 1 . File is Used 

• Daily • Weekly • Monthly Q Annually 

12. File Becomes Inactive After 

_ 5 

Number • Month(s) DJ Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q N o 

16. Audit Requirements 

0 (None D State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes S No 
18. Recommended Retention 

Retain for 5 Years and then destroy. 

19. Name and Tifleyfif Prepaiw <i .y 

Sheriff Ronaljfr-Urwarrj / / /y / J // 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 55CM (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 7 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Preliminary Breath Test Inventory 

5. Earliest Year/Latest Year 

2011 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relation to Somerset County Sheriff's Office issued Preliminary Breathy Test Units. 

• The Units are used by deputies in the field as part of sobriety testing for persons stopped of suspected DWI violations. Inventories are 

conducted yearly. Additional inventories are conducted if there is a change in personnel. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

{ [^Letter Size • Microfilm 

l~l Legal Size Q Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (srjeciM 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

(3 Chronological 

l~l Geographical 

CI Other fsoeciM 

9. Volume 

1 cubic feet 

Number 

PI File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I -! Other (sDecirv) 

7. Record Series Format(s) List all 

{ [^Letter Size • Microfilm 

l~l Legal Size Q Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (srjeciM 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

(3 Chronological 

l~l Geographical 

CI Other fsoeciM 

10. Annual Accumulation 

1 cubic feet 

Number 

3(3 F'ls Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other fsDecifv) 

1 1 . File is Used 

• Daily • Weekly • Monthly IPftnnually 

12. File Becomes Inactive After 

_ 5 

Number • Month(s) ( j ^ e a r f s ) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes x f j No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q No 

16. Audit Requirements 

[3 None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 
18. Recommended Retention 

Retain for 5 Years and then destroy. 

19. Name and Tmeof Ptepatw ~ 4 s / 

Sheriff Ron'al£proward / / / / - / / / / 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 8 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Simunition Inventory 

5. Earliest Year/Latest Year 

2011 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to simunition firearms used by the Somerset County Sheriff's Office for training. 

• Simunition firearms discharge projectiles filled with colored dye and are used in "Active Shooter" or "Officer Survival" training. 

Inventories are conducted yearly. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

0 Letter Size • Microfilm 

f j Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[3 Chronological 

• Geographical 

[~| Other (specify) 

9. Volume 

1 cubic feet 

Number 

Q File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

n Other (SDecifv) 

7. Record Series Format(s) List all 

0 Letter Size • Microfilm 

f j Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[3 Chronological 

• Geographical 

[~| Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

j Q F i l e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (SDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly fX) Annually 

12. File Becomes Inactive After 

_ 5 

Number • Month(s) • Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes O No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes (3 No 

16. Audit Requirements 

0 N o n e r-| s t a t e Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes j f j N o 

18. Recommended Retention 

Retain for 5 Years and then destroy. 

19. Name ancKfiffe'of Pi&tf'^ S / 20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE _ 9 _ OF 29_ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Criminal Investigation Section Inventory 

5. Earliest Year/Latest Year 

2015 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to equipment assigned to the Criminal Investigation Section of the Somerset County Sheriff's Office. 

• Equipment could be digital recorders, ( Deoxyribonucleic acid ) DNA lighting etc. 

• Inventory is conducted once a year. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

Q Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

£Pfchronological 

• Geographical 

• Other (specify) 

9. Volume 

1 cubic feet 

Number 

E File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

fy l File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly L?Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) G f Y e a r ( s ) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 0 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q C N o 

16. Audit Requirements 

|XJftone • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes QcNo 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name andAitle a 

Sheriff RonaratJeward 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 10 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Automotive Equipment Inventory 

5. Earliest Year/Latest Year 

2015 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to equipment assigned to the Somerset County Sheriff's Office. 

• Equipment used for car care and maintenance. Inventory is conducted once a year. Equipment: Tools, Air compressor, vacuum and 

cleaning equipment. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

[3XetterSize • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

QCChronological 

• Geographical 

("I Other (sDecifv) 

9. Volume 

1 cubic feet 

Number 

[ j F i l e Drawer(s) 

• Microfilm Reel(s) 

PI Computer Tape(s) 

r~l Other (specify) 

7. Record Series Format(s) List all 

[3XetterSize • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

QCChronological 

• Geographical 

("I Other (sDecifv) 

10. Annual Accumulation 

1 cubic feet 

Number 

d File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other fsDecifvl 

11 . File is Used 

• Daily • Weekly • Monthly [3 Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) 0 Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes [ j N o 

16. Audit Requirements 

£ ] None • State • Federal f j Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes £ $ N o 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name aoaTjtfe of Preparer SI / / srf 

Sheriff RonfetfiHoward / / / / / / f / 

•20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 11 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

GRANT Applications 

5. Earliest Year/Latest Year 

2013 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to GRANT applications submitted by the Somerset County Sheriff's Office. 

• Copies of GRANT applications are aiso forwarded to the Auditor and Finance Director for Somerset County for their records. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

© { L e t t e r Size • Microfilm 

• Legal Size f j Computer Tape 

PI Audio Tape • Floppy Disk 

l~1 Bound Book Q Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

[~] Numerical 

rJFchronoloqical 

f"l Geographical 

fl Other (specify) 

9. Volume 

1 cubic feet 

Number 

[3 File Drawer(s) 

f~l Microfilm Reel(s) 

r~l Computer Tape(s) 

f j | Other (SDecifv) 

7. Record Series Format(s) List all 

© { L e t t e r Size • Microfilm 

• Legal Size f j Computer Tape 

PI Audio Tape • Floppy Disk 

l~1 Bound Book Q Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

[~] Numerical 

rJFchronoloqical 

f"l Geographical 

fl Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

Q l F i l e Drawer(s) 

f"l Microfilm Reel(s) 

• Computer Tape(s) 

f l Other (SDecifv) 

11. File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

_ 3 

Number • Month's) 0 Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

[3 Yes O N O 

Somerset County Finance Department 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q N o 

16. Audit Requirements 

• None 0 State • Federal Q Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Q N o 
18. Recommended Retention 

Retain for 3 Years and then destroy. 

19. Name ay^ Title7of Rreo/ret /^ , / yrf 

Sheriff R o ^ t d l H o w a / y / / ^ ^ / ^ / 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 12 OF 29_ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Overtime Projects 

5. Earliest Year/Latest Year 

2 0 1 3 _ to _ 2 0 1 6 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records relating to Overtime Projects. 

• Projects could be State Highway funds given by the State of Maryland Highway Safety Office. Somerset County Local Management Board 

from GRANTS their respective Agencies applied for. Copies of Projects are also forwarded to the Auditor and Finance Department for 

Somerset County for their records. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

Q Letter Size • Microfilm 

• Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

• Bound Book f j video Tape 

• Other (specify) 

8. Record Series Sequence 

f j Alphabetical 

Q Numerical 

E Chronological 

n Geographical 

• Other (specify) 

9. Volume 

1 cubic feet 

Number 

Bel File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

0 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly [3 Annually 

12. File Becomes Inactive After 

_ 3 

Number • Month(s) 0 Y e a r ( s ) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O v e s • No 

Somerset County Finance Department 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q C N o 

16. Audit Requirements 

l~l None £9 State • Federal f j Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes QcNo 
18. Recommended Retention 

Retain for 3 Years and then destroy. 

19. Name ai 

Sheriff 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 13 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Mobile Data Units 

5. Earliest Year/Latest Year 

2013 to 2016 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records/Inventory of Mobile Data Units assigned by the Somerset County Sheriff's Office 

• Mobile Data Units - Laptop computers for Patrol Cars 

• Inventory is conducted once a year. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

[ j L e t t e r S i z e • Microfilm 

• Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

fj Other fspeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[3 Chronological 

I""! Geographical 

CI Other Isoedfv) 

9. Volume 

1 cubic feet 

Number 

|5 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (SDecifv) 

7. Record Series Format(s) List all 

[ j L e t t e r S i z e • Microfilm 

• Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

fj Other fspeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[3 Chronological 

I""! Geographical 

CI Other Isoedfv) 

10. Annual Accumulation 

1 cubic feet 

Number 

0 File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

PI Other (SDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly Q Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) £ ] Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes X0 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 

16. Audit Requirements 

H None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes E No 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name ancniu /of Preparer ^-j . / yy 

Sheriff R o n w n o w a r d //f / / / If 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 14 OF 29_ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Air Cards 

5. Earliest Year/Latest Year 

2 0 1 5 _ t o _ 2 0 1 6 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records/Inventory of Air Cards for the Mobile Data Units assigned by the Somerset County Sheriff's Office 

• Inventory is conducted once a year. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

0 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• 8ound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

(3 Chronological 

• Geographical 

Q Other (specify) 

9. Volume 

1 cubic feet 

Number 

[3 File Drawer(s) 

[ ] Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

j Q File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly H Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) 0 Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes JTJ No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes [3 No 

16. Audit Requirements 

Q N o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes GJ No 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name and 

Sheriff Ronald 

0. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 15 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Personnel Roster 

5. Earliest Year/Latest Year 

2 0 1 5 _ t o _ 2 0 1 6 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains roster of personnel assigned to the Somerset County Sheriff's Office. 

• Roster is updated if/when changes are made. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

[2 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

f~] Bound Book Video Tape 

f j ] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

H Chronological 

• Geographical 

CI Other (SDecifv) 

9. Volume 

1 cubic feet 

Number 

H File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

fj Other (specify) 

7. Record Series Format(s) List all 

[2 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

f~] Bound Book Video Tape 

f j ] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

H Chronological 

• Geographical 

CI Other (SDecifv) 

10. Annual Accumulation 

1 cubic feet 

Number 

£ ] File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly Q Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) [3 Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriffs Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes [ j N o 

16. Audit Requirements 

0 None • State • Federal fj Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes C?No 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name smdITftle of P r e p a r e r / ^ , / 

Sheriff BfWld Howsfrd/ / / / / J ? 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 16 OF 29 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Surplus Equipment 

5. Earliest Year/Latest Year 

2 0 1 5 _ t o _ 2 0 1 6 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

• Contains records of surplus equipment at the Somerset County Sheriff's Office 

• Examples: Lighting equipment and equipment that is returned and no longer used. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

[3 Letter Size f j Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1 cubic feet 

Number 

0 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

[3 Letter Size f j Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

1 cubic feet 

Number 

0 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (soecifv) 

11 . File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

_ 1 

Number • Month(s) Q Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Somerset County Sheriff's Office Archive Room 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes Q N o 

16. Audit Requirements 

Q C N o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Q N o 
18. Recommended Retention 

Retain for 1 Year and then destroy. 

19. Name andTrae/Of Prepa^f* sj s J 

Sheriff RonaJ&Howard / / / / / / / / / 

20. Telephone Number 

410-651-9225 

21 . Date 

December 21 , 2016 

DGS 550-4 (Rev. 1/93) 


